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as an entire curriculum for that topic or it can be used as ¢ Give emphasis to the fact that Life Smarts is a testing 
supplemental exercises for an existing program/curriculum. ground to determine whether participants are going to 

be successful in school or in the workforce (i.e., if they 
Each module consists of several exercises. Objectives and are late every day for the program, the same will likely 
method of delivery are provided for each exercise. Most occur at work or school). 


exercises will also have information and/or activity sheets. 
“Information Sheets” can be reproduced for participants or 
copied onto overhead transparencies. They simply provide e Encourage group dynamics and support. 
information regarding the exercise content. “Activity Sheets” 

are actual worksheets for participants, therefore a copy for 

each participant should be reproduced. 


e Add your own ideas and exercises to the curriculum. 


The exercises are set up for group delivery. However, the 
information and activity sheets can be used with individual 
clients. If the material is being used for group delivery, the 
following information will be useful for planning and 
delivery. 


e The entire Life Smarts curriculum takes approximately 
two weeks to deliver (6 hours of delivery per day). 


e Ideally the group should have 12 - 18 participants. 


e The inclusion of a career development module is highly 
recommended (but not included in this package). A two 
day career planning workshop curriculum titled “Career 
Planning for Young Adults” is available through the 
department of Advanced Education and Career 
Development (403) 422-1794. The material consists of a 
facilitator’s manual and participant workbook. 


® Make the lessons and examples as real and tangible as 


possible. 
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Exercise: 
Getting To Know You 


Objective: 


e to have participants get to know each other 


I 


“Rae, A Pe tas! 


Method: 


1. Have the participants get into pairs with someone else at 
their table. Tell them they are going to interview each 
other. Each person has five minutes to find out as much 
as possible about the other person such as name, marital 
Status, interests, etc. 


2. Ona flipchart, write the following questions. Have the 
participants get their partners’ responses to these ques- 
tions. 


e What is your dream job? 

¢ What is your pet peeve? 

e If you just won $10,000, what would you do with it? 
2. Allow sufficient time for the group to get to know their 

partners. When they are finished, they are to introduce 

their partner to the group and talk about what they 


learned about that person and their responses to the 
above questions. 


3. Now is a good time to take a tour of the facilities and 
introduce the participants to other staff members. 
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Exercise: 
Expectations 


Objectives: 


e to allow participants to voice their expectations 
of the program and instructor 

e to allow the instructor to voice his/her expecta- 
tions of the program and participants. 
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Have the class brainstorm their expectations of the 
program and of you, the instructor. Record their answers 
on a flipchart. Address their responses to let them know 
whether or not it is an expectation that you or the 
program can meet. 


2. Tell the group what your expectations are of them and 
the program. Confirm that the expectations are clear. 
Record your expectations on a flipchart. Note how many 
of them are common to the group’s expectations. 


3. Post the two lists on a wall for the remainder of the 
program. 


Trainer’s Tip: 


Your expectations may include: 


Being on time. 

Letting you know if they are going to be absent. 
Participation. 

Confidentiality. 

Working to the best of their ability. 
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Respecting other people 
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The journals are useful for the participants because they 
allow expression of ideas and concerns, develop automatic 
writing skills, and provide a review of the activities. 


Instructors benefit from reading the journals because they 

provide feedback regarding the program and offer insight 

into some of the concerns/problems the participants may be 

facing but are unwilling to bring up in workshops. It is very 

important that the instructor provide comments in the 

journals, especially if the entry discloses a major concern. It | 

is vital that the entry be acknowledged and, if necessary, sick eth od: 

suggestions be made for follow-up. . Decide how you want the journals to be executed. Are 
you going to provide structure or will it be open? Are 
you going to read them and provide feedback? 


2. Inform the participants that they will be expected to 
keep a journal while they are in this program. Tell them 
how the journals will be done, what their purpose is 
and who, if anybody, will be reading them. 


3. Have the participants set aside some paper in a folder, 
or provide them with a scribbler that will be considered 
their journal. 
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Information Sheet 


Problem-Solving 


If you have a problem to solve and you don’t know 


where to begin, try these steps. 


Co a 
No 8 etn Started 1 


Identify the problem. 


Brainstorm all the possible 
solutions. 


Get information on the solutions. 
Evaluate the solutions. 
Decide on a solution. 


Implement the solution. 
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Topic: 


Communication Skills 


Exercise: 


Communication Barriers 


Objective: 


e to have participants recognize communication 
barriers 


Pe 


N= SG ammunication skills 
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Method 1: 


I 


Have the participants stand in a circle. 


Whisper in the ear of a participant the following phrase 
“VIN-CAL-POO-VEE.” S/he whispers it to the next 
person and so on. The last person to receive the 
message is to shout out what s/he heard. 


Discuss why it did not resemble the initial phrase. 


Method 2: 


‘¢ 


On a flipchart, out of view of the class, write “Paris in 


the the Spring.” 


Tell the group that they have 5 seconds to read the 
statement, then remove it from their sight and have 
them write down what they saw. 


Discuss why most of the group wrote “Paris in the 
Spring.” (i.e., why did they not notice that “the” was 


written twice.) 


Note: When receiving communication that is unfamiliar 


to their experiences, people will often change its 


meaning or context to something familiar. 
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e physical surroundings 
e interest level 
@ nervousness 


e level of interest 


Discuss ways of overcoming these barriers. For example, 
what can you do if someone is speaking to you in an 
angry tone of voice? What if the person is using words 
you don’t understand? 
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Orscussion,: 


Barriers to communication are all around us and within 
us. In order to communicate better, we must be aware of 
the potential barriers and find ways to overcome them. 
As the message sender, give yourself time to think about 
what you are going to say. Consider who you are 
sending the message to and what barriers might be 
present. As the message receiver, ask for clarification or 
tell the sender that you don’t understand. 
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Topic: 


Communication Skills 


Exercise: 


Listen and Draw 


Objective: 


e to have participants recognize the importance of 
two-way communication 


lla 


Reproduce the attached geometric designs on to 
transparencies. 


2. Have the participants get out a scrap piece of paper. 


3. Ask for a volunteer from the group to demonstrate his/ 
her exceptional communication skills. Seat the volunteer 
at the back of the room so that the other group 
members cannot see him/her. 


4. Give the volunteer one geometric design. ‘The volunteer 
has to explain to the class how to draw the design. 
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Using the volunteer’s instructions, the participants 
attempt to draw the design. 
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NS communication skills 


Note: In this case, the group cannot ask questions of 
the volunteer. Only the volunteer may speak. 


6. When the volunteer has finished describing the figure, 
put the transparency on the overhead projector and let 
the participants see how close they came to the actual 
drawing. 


7. Ask for another volunteer and repeat the above steps 
except this time, seat the volunteer at the front of the 
class facing the group. Now the participants can ask 
questions and the volunteer can answer them. 


8. Ask the group the following questions: 

e Which drawing was easier to do? Why? 

e How did you feel when you were drawing the first 
diagram and you were unable to ask questions? Have 
you ever been in a situation when you were not 
being listened to or when you couldn’t ask 
questions? 

e Ask the first volunteer if s/he found it frustrating 
being unable to get feedback from the group. 


OHiscussion: 


This exercise shows how important good two-way 
communication is. With the first diagram, there was 
some two-way communication happening. The volunteer 
was speaking and you were listening. There was no 
interaction, however. You could not ask questions and 
get clarification. With the second diagram, you could. It 
was probably less frustrating and easier to do what the 
volunteer wanted. 
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No communication skills 


Activity Sheet 


First Impressions 


S/HE LOOKS I THINK S/HE IS 
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5. Take this exercise a step further and incorporate non- 
verbal messages. Break the class into groups. Assign each 
group a scenario from the participant sheets they have 
just completed. 


6. Have each group come to the front of the class one at a 
time. Have them read out the scenario and then role 
play the responses using body language and voice that 
complements the response. 


You, the instructor, may want to perform an example 
using the situation where a teacher grades one of your 
papers unfairly. 


Passive 
“Pm not certain, but I don’t think my paper was graded 
fairly.” (Look down, speak very quietly and look 
scared.) 


Aggressive 
“You ripped me off! I know this paper is worth more 
than what you gave me!” (Look very angry and hostile. 
Speak loudly. Throw the papers on the desk. Put one 
hand on your hip.) 


Passive-Aggressive 
Tell a participant, “That teacher ripped me off. Boy, is 
she going to regret it.” (Look mean and devious.) 
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Assertive 


“I followed the directions you gave in class and feel that 
I accomplished the task you assigned. I don’t think that 
my mark reflects my effort. | would appreciate it if you 
would review my paper one more time.” (Speak clearly 
and confidently. Look concerned.) 


Orscussion: 


Being assertive means that you are expressing yourself in 
an open and appropriate manner. If you usually respond 
to situations in one of the other ways (passive, 
aggressive, passive-aggressive), teach yourself to stop and 
think before you react. Those responses usually don’t get 
the results you want. Try to switch your style to be 
more assertive. 
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Activity Sheet 


Sending Your Message 


For each situation below, write down a response for 


each message-sending style. 


a) 


Your friend is never on time. He always keeps you 
waiting. You are Starting to get very angry. 


Passive: 


Aggressive: 


Passive-Aggressive: 


Assertive: 


b) 


Cc) 


Ne gammunication skills 


You have been standing in line for concert tickets for 
hours. Somebody cuts in front of you. 


Passive: 


Aggressive: 


Passive-Aggressive: 


Assertive: 


You are walking down the hallway in school. When you 
pass by a group of students, one of them makes a rude 
comment about you. 


Passive: 


Aggressive: 
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Passive-Ageressive: Which way did you respond? Which way would have 
been the most appropriate? 


Assettive: 


g) Think of the last time somebody told you to do 
something you didn’t want to do. Write down examples 
of the different ways you could have responded. 


Passive: 


Aggressive: 


Passive-Aggressive: 


Assertive: 


‘INOLARYoq JO WuULYD ¥ UI INseI 0} AjeyT] a1OWL YONU 

st asuodsai Jo adAj styl ‘sn paaye suonoe Jay /sty Moy 
uosied dy] SUT] 21v aA\ ‘s]UDTIIIVIS .],, ISN IM J] ‘BAISUITIp 
[22} uosiad 13yI0 BY] DyVUI [LM asuodsal sty] “ABM IU) [295 
sn opel ley] uosied 3y] UO sUIeTG a0R;d pure Ino Aem Asva 
JY] Wye] IM ey] polelsnsj pue Asue Os 193 9M SIWINIUIOS 


-uoIssnosig 


‘dnois ay] wloij sasuodsal 
}OYOS puv UN v Iv JUO SOLIVUIIS 9] YUSNOIUI ON “¢ 


‘sqUsUIaIvIS .], OIUL SOLIBUDDS 94) BUISeIydal 
Aq laays ANANOK 3} VIa;duI09 syuedionied oy] savy] “7 


‘g]duiexd pue ]UI]UOD 3] MIIADY 
J AARY SJ WL, papa 194s UONeULIOJUI 94} INO pueyY 


-p oulayy 


ar 


a 


0] 8UTTe] iv NOA uosied ay] UO sWIR{q Ind 1,UOp 
sjustaivis J, ABM JOIIIP pue jsauOY UP Ul [2aj NOA Moy 
WUOsied ¥ Sijoi IseSS3Ul JO odA] S[U] SJUSUIa}¥IS ||, osm 0} ST 
UIZUOD B VAvY NOA IY] MOUY WUOIWOS Ja] 0} APA JSoq UL 


‘uononposjuy 


s}UDUIOIEIS ,], sUISN ssHORid sjuedtonied avy 01 e 


-annzvalqg 


VY] IALY SJ IY L 
[ISIDIBXY 


S][PIS UopRoTUNUIMIOD 


"II1doL4 


Information Sheet 


The I’s Have It 


e “J” statements tell a person that you have a concern. 


e “I” statements tell a person how you feel about a 
situation. 


e “I” statements do not place blame. 


e ‘Il statements have three patts. 


le 
2, 


Tell the person how you feel. (I feel...) 
Tell the person the situation. (When...) 


Tell the person why you feel that way. (Because...) 


N= sammunication skills 


Example: 


Your room mate/spouse does not help with the 
housework. You have no time to do it all. 
Inappropriate: 


“You are such a lazy jerk. Why can’t you do something 
around this house?” 


Appropriate: 


“I get very angry when I have to come home and start 
cleaning the house because | think that we should both 
do our share.” 
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Topic: 


Communication Skills 


Exercise: 
The I’s Have It 


Objective: 


@ to have participants further practise using “I 


Statements 
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Have the participants practise using “I” statements over 
the next three days with their spouse, children, parents, 
roommate, etc. 


2. With each attempt, have them record the situation, their 
feelings about using “I” statements, and the responses 
they received. 


3. When the assignment is completed, have the group 
discuss their experiences. 
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Information Sheet 


Listening Skills 


You need more than ears to listen. Good listening skills 
have to be developed. 


Listening goes beyond hearing the spoken words. It also 
involves paying attention to the unspoken messages. This 
includes such things as body language, eye contact, and 
facial expressions. Look around the room right now. What 
unspoken messages are the participants sending? Do they 
look bored or excited? How are they communicating those 
messages? 


How can you be a good listener? 
1. Make eye contact. Look at the person who is talking. 


2. Lean forward. This shows that you are interested and 
paying attention. 


3. Nod your head to show that you are listening. In a one- 


on-one conversation, use encouragers such. as Yes or 
“Go on: or “Himmm.” 
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N= GS ammunication skills 


Have an open and relaxed position. Don’t cross your 
legs or arms. That is a closed position. 


Check back if you don’t understand the message. Ask 
for clarification. 
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Information Sheet 5. You are in a non-smoking section at a restaurant. The 


person next to you lights up. 


Person A = you Person B = the smoker 


Role Plays 6. You have quit drinking for six months. Your friend 
keeps pressuring you to come drinking with him/her. 
1. A close friend has taken you out to dinner for a 
special evening. You order your steak rare, but when 
you cut into it you find that it is well done. The waiter 
is coming toward your table. 


Person A = you Person B = your friend 


7. Your doctor tells you jokes which you consider rude 
and offensive. 
P A = P B = wait 
ee Ts rae nae Person A = you Person B = your doctor 
2. You took your car into the garage for an oil change. 
However, when you picked up the car you find out 
that additional work was done which you did not 


8. You are playing volleyball with your girlfriend. She is 
always criticizing you and telling you how to “do it 


right.” 
authorize. 6 
Person A = you Person B = your girlfriend 
Person A = you Person B = garage mechanic ) ’ 
9. Your son’s teacher phones you to let you know that 


3. You are feeling lonely and left out, The hockey playotis 
are on and your spouse has spent all of his evenings 
lately watching T.V. 


your son was misbehaving in class today. The teacher 

says that she always has problems with children who 

come from single parent homes. 

Person A = you Person B = your spouse 
y y P Person A = you Person B = the teacher 

4. Someone rings your doorbell wanting to convert you 


- our best friend is ignoring you. You find 
to their religion. You are not interested. aL 


10. At school y 
out that he is complaining to others about you. 
Person A = you Person B = the person at the 


A Person B = your friend 
oor ) 


Person A = you 


pone) 
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Topic: 
Self-Esteem 


Exercise: 
High and Low Self-Esteem 


Objectives: 


® to introduce participants to the topic of self- 
esteem 

® to have participants recognize the qualities 
associated with high self-esteem and low self- 
esteem 


36 


Introduction: 


Method: 


il 


Z 


4 Sa See a | 
2 Seli-estuem 1 


a _ 
— Rg Pe > -« pS 
ae a PT ST Ryans 


Self-esteem is how we feel about ourselves. It is a 
measure of how much we like and approve of ourselves. 
Many people have low self-esteem and feel insecure, 
guilty, and shameful. These feelings negatively affect our 
behaviour, our relationships with others, and how we 
make decisions. 


Having high self-esteem involves feeling good about 
ourselves, being positive, confident, and believing we are 
capable of trying new things and succeeding. People with 
high self-esteem like and approve of themselves despite 
their shortcomings and weaknesses. 


As a large group, brainstorm all the qualities of an 
individual with low self-esteem and all the qualities of an 
individual with high self-esteem. Record the responses 
on a flipchart. 


Hand out the information sheet titled “High and Low 
Self-Esteem.” Go through the list of qualities and discuss 
any that the participants did not identity. 
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Topic: 
Self-Esteem 


Exercise: 


Where does our self-esteem come 
from? 


Objectives: 


e to have participants identify where self-esteem 
comes from 

® to have participants explore the messages they 
received as children 


Introduction: 


Ce 


Ee ee SS ae 
ee self-esteem 


Our self-esteem is not determined at birth. As a baby we 
have neither high or low self-esteem. Our sense of who 
we are comes from a variety of sources and those 
sources play a major role in developing our self worth. 
The messages we received as children may have been 
inaccurate, but we internalized them and accepted them 
as the truth. As adults, it is important to examine those 
messages as they could be negatively affecting our self- 
concept now. 
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Information Sheet 


Sources that Influence our Self- 
Esteem as Children 


Parents, Grandparents, Relatives, Friends, Neighbours, 
Teachers, Community, Church, Nationality, Race, Sex, Order 
of Birth, Economics of the Family, Handicaps, Family 
Problems (alcohol/drug abuse, mental illness), Unwanted 
Child, Physical Appearance, Media, and Structure of Family 
(two parent, single parent, blended, and foster) 


Positive Messages that Build Self-Esteem in 
Children 

e love you. 

e [am proud of you. 

e Thank you for helping me. 

e You did a very good job. 

e You have a great sense of humour. 

eThis is not your tault. It is mine. 

e lam so glad to have you. 

e It is alright to get angry. 

e [may not always like your behaviour, but I love you. 
e [think you handled that situation very well. 


® You are very thoughttul. 


= 


YL self-esteem 
we « ee Pa < A <a 


e You made a good decision. 
e Im glad you tried. 
e You are fun to play with. 


e It is good for you to cry. I get sad sometimes too. 


Negative Messages that Undermine or Destroy 
Self-Esteem in Children 


e Shame on you! 

e = That’s bad. 

¢ Grow up and be a man. 

e Don’t be so stupid. 

e This is all your fault. 

e You are driving me crazy. 

e If you don’t smarten up, I’m leaving. 
e You'll be the death of me. 

e 1 wish you had never been born. 
eo e-duick 

¢ Nobody asked you. 

e You caused this. 

e Don’t be such a baby. 

e Why can’t you do anything right? 
e Big boys don’t cry. 

e What did you do this time? 


® Dont’ be like that. 
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Activity Sheet L 3. In school, what messages did you receive about yourself? 


Self-Esteem Then and Now 


Answer the following questions about your childhood 
experiences. If you were not raised by your parents, write in 
the names of the people who took care of you. 


4. What other factors helped you to develop good self- 


1. Asa child, what positive messages did you receive 
esteem? 


about yourself from your mother and/or father? 


5. What other factors negatively affected your self-esteem? 
2. Asa child, what negative messages did you receive 


about yourself from your mother and/or father? 
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5). Some of the ways I can improve my self-esteem are... 


Five ways I take care of myself are... 


Improving my self-esteem would mean... 


My best quality is... 
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Topic: 


Self-Esteem 


Exercise: 


Improving our Self-Esteem 


Objective: 


e to make participants aware of how to improve 
their self-esteem 


S40. 


Ee ee | 
Qs self-esteem 


————" 


etched leachde 


Break the group into teams of four. 


2. Have each group choose a speaker and a recorder. Give 
each group a sheet of flipchart paper and a felt marker 
so the recorder can write down all their answers. 


3. Each group is to brainstorm ways that they can improve 
self-esteem. 


4. When they have finished, bring the teams together and 
have them discuss their examples. 


5. Hand out the information sheet titled “Ways to Improve 
Self-Esteem.” Review the information and have them add 
any of their own examples. 


AN 
yo pe 
Ss NS ‘SS 
RS . ws if 


AG 
SuUDTeM 10 ‘UOIUTUIpe “SUTUIUILMS 

se yons SonIAnoe yestsAyd YM PIajOAul 135 —s 6 
“unt JACLT 'Q 

‘AepAIIAI JJasInoA noge Bury) santsod suo Aes ‘OT 
‘syuoutt{duzos 1d300¥ 0} Wea] ) 

‘SOMKISIUL INOA WO ULI] PT 

‘JUQUIBAITYIL 

JO asuas B aa} NOA IIBYM SINIANIOV Ul PIATOAUI 19H 9 

‘Jaye IMOWvryaq INOA Japout 0} ,SIIUUIM, YIg Ol 
‘SIQYIO PUL J[aSINOA JAISIO} 0} ULI] Cc 

‘ABM QADISOd & Ul JJasInoA O1 ¥VL “GT 
‘ssUlY] MoU AI] puke SYST aye] + 

‘QUIN & Iv INL} VUO BOK] nil 

‘squauystjduroso% 

Juelodun st uotuido nox ‘jasinod 10}; dn yeads eT INOA IPI] MOUYIe PUL IZIUSOIII 0} UIT G 
‘Joadsoi YIM 1 vat] puke Apog INOA IAC] O} WIKIT “Ell ‘IMouMY JO asuas poos & UTEIUILI | 
‘SPUALI] JO JJI1I9 poos ev dojaaaq aia | ‘gjdoad aantsod yim jjasinoA punolins aT 
Shes W133}Sq-JJPS 2aoriduiy OF SALA 

nod JeYyM IO} [NFAURY] pue saneDoidde aq oO] UlkIT Ss‘ 


‘S910 01 JJasinoA s1edui1o0d 1,u0q 6 | 4990S HUOneCUuUMOLU] 


| ; “ ya A 


| 
eem 


Topic: | Discussion: 

Self-Esteem We have many options when it comes to building self- 
esteem. One excellent way to develop a healthier self- 
concept is by using positive affirmations. We have 
internal conversations with ourselves about what is 


Exercise: happening to us and around us. This self-talk often 


a. involves sarcasm and put downs such as “I’m such a 
Building Self-Esteem loser,” or “I don’t know how I could have been so 
stupid.” In order to build self-esteem, we need to change 
the way we think and the way we talk to ourselves. 


7 7 a Positive affirmations can help us do that. 
Objective: P 
e to make participants aware of ways to build self- 


con Method: 


1. Hand out activity sheet titled “Affirmations.” 


Introduction ” 2. When writing affirmations have the participants use the 


following guidelines: 
Developing high self-esteem requires time, patience, and 


commitment. It is a skill that needs to be practiced 
everyday until it automatically becomes part of your e ensure that they are positive 
routine. It is well worth the effort. Feeling better about 
ourselves makes life more meaningful and rewarding. 


e keep the affirmations personal 


e should be stated in the present tense, as if you have 
already accomplished the goal or change 


Living with a positive attitude about yourself improves 3. After completing the affirmations, instruct participants to 
your relationships with others and your relationship read them several times a day usually in the morning 
with yourself. We can learn to appreciate ourselves before starting the day and at night before going to bed 
despite our shortcomings and weaknesses. are good times. You may want to give them time in the 


morning before class begins. 


bb” 
9 
‘Ale1oduisay aq AjTuO 
[J] JoyuNosue | Ivy] yOeqies Aue puke Piey BUDJIOM We] ‘/ 
G ‘SUIUIOUL 
2u} ut sun UO dn BuNIes Aq Ayqisuodsai BUNDY We] “9 
‘yoodsai YM adood Iwan] ‘¢ 
v ‘gouaned YIM joe shemye pue juaied SUIAC] Be Ue] “+ 
“pagoons [JIM | Jey] MoUy pue yoopno santsod v savy] ‘¢ 
ie jt] AUL TO [OIJUOS Wl Ww | 7 
‘JjesAu aivonpe oO} sun AU sUISN We] ‘| 
7 suoyvuuffy ajdups 
SUOHPCULInTIV 
T 


‘suonpuuyffp uMO ANOKA fo xX1IS UMOP IJLIAA 49 re | YS APIAHIY 


waajsa-jjas m——mN. 


\\ XQ A SS Sh eer =eanoyo enchant 
r Nag “= ws ee Se NE =A seatnten=nersnneerser sores 


a 


yA er Sil | 
a Self-esteem 


—— SO 


Topic: 
Self-Esteem 


Method: 
Exercise: | 1. Hand out the activity sheet titled “Nurturing.” 


Nurturing | 2. 


Have the participants identify ways they can nurture 
themselves. 


3. Conclude with the following discussion questions: 


Objective: e How did you nurture yourself as a child? 


e to have participants identify ways to nurture ¢ How do you feel about nurturing yourself? 


themselves ¢ How would your life change if you nurtured yourself 


on a regular basis? 


e What commitment can you make about nurturing? 


Sntroduction: 


We have talked about a variety of ways to build self- 
esteem. Nurturing yourself is one way of demonstrating 
high self-esteem. Nurturing involves caring for ourselves 
on a daily basis. 
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Topic: 


Self-Esteem 


aichrasanbel 
Exercise: . Hand out the activity sheet titled “What Have I 


Accomplished?” 
What Have I Accomplished? oe 


2. Have the participants list all the things they have 
accomplished in their life. These accomplishments can 
be big or small, finished or unfinished. 


Objective: | 3. Some of the participants may feel like they have not 


e to have participants identify what they have | accomplished anything. Provide them with lots of 
accomplished examples or share some of your own accomplishments. 
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Activity Sheet 


A Letter of Appreciation 


1. Have the participants write a letter of appreciation to 
themselves. 


2. In this letter, they are to write in detail all the things 
they appreciate about themselves. That might include the 
following: skills, abilities, appearance, and personality 
characteristics. 


3. Read out loud the following example: 


& ae 


Ne Sete Oereew 


Dear Connie, 


The most important thing that | appreciate about you is 
your willingness to deal with your problems. I know that 
things have been very difficult for you, but you always 
showed a great deal of courage and determination. Although 
you have not always succeeded, you tried your best. | also 
appreciate your positive attitude. You try to make the best 
of each and every day. With people, I see you as being 
blunt and straightforward and fair. I like that about you. 
Others always know where they stand with you. When | 
stop and think, I realize how much | really like and love 
you. You are a neat lady, and I want to learn to take better 
care of you. 
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Information Sheet 


Personal Support 


When we make changes in our lives, it is great to have 
people around us who help make those changes and 
encourage us. When people get behind us and believe in 
what we are doing, we have support. We all need it. It gives 
us the motivation to change and meet new challenges. You 
are going through a very big change-a return to school or 
work. This is going to make a big difference in the way you 
lead your life, and it will affect the lives of the people you 
are close to. 


To make the move back into school or the workforce easier, 


you must get support from the people who are important to 
you. 


How can you get support from the people you are close 
to? 


e tell them about your plans and why you are choosing to 
do this 


e tell them how it will affect them and what changes will 
occur 


© involve them in your plans right from the start 


4 TT 


_ getting support 


e ask them for advice 
e ask them for their concerns and talk about them 


e let them know you care even though the time you will 
be spending with them will be less than usual 


e keep them updated-let them know how things are going 
on a regular basis 


e Ask for their support. Don’t just assume that it will 
happen. 


Is there anybody else who can give you support? 


The people who are closest to you will hopefully provide 
much of the support you need. But, what if you don’t have 
supportive people you are close to? Perhaps they don’t live 
in the same province. Maybe you have people close by, but 
they don’t support your goals. What then? 


Consider other people you come into contact with. 


Co-workers 
Classmates 
Teachers 
Other relatives 
Doctor 
Counsellor 


Clergy (priest, rabbi, etc.) 
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Activity Sheet 


Personal Support 


Take a moment now to look at your own sources of 
personal support. 


First, list all the people you are close to who will offer you 
support. Who do you go to when you have a problem? To 
whom do you tell exciting news? Usually these are our 
closest friends and relatives. List their names below. 


2 ee | 
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Next, list the names of people who can offer support when 
people on your first list are not available. Consider 
classmates, co-workers, teachers, and counsellors. 


Now, list any clubs or organizations that can offer you 
support. 


Take another look at your lists. What kind of support can 
these people or groups give you? Do they listen to you? 
Do you feel better after talking to them? 


Don’t panic if you only have one person on your list. If that 
one person offers you the support you need, that is better 
than 20 people who don’t help you feel good. 


If you want more information about getting personal 
support, talk to your instructor. S/he may be able to offer 


you some suggestions. 
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Information Sheet 


Personal Supports 


Sometimes personal support just isn’t enough. What 
happens if you run out of money? What if your child care 
arrangements don’t work out? What if you need 
professional advice? Your personal support people may 
listen to your problems, but they may not be able to help 
you in solving your problems. So, where can you go? 


Financial Assistance for School 


Canada Employment Centres—school funding usually 
restricted for people on unemployment insurance (see 
Government of Canada in the phone book). 

Students’ Finance Board. 

Family and Social Services—school funding usually 
restricted for people on social assistance. 

Government listings in your telephone book. 


Child Care 


Ask friends, neighbours, or relatives if they will babysit 
or if they can give the name of a reliable sitter. 

Find out if your school/work has child care facilities. 
Family and Social Services will provide lists of child care 
options. They will also give you information on daycare 
subsidies. 
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e Look in the Yellow Pages under Child Care, Day Cares, 
Day Homes, Babysitting Services. 
e Advertise for a babysitter. Put up an ad on the bulletin 
board at school/work. 
e Consider bartering for child care. Exchange services 
such as babysitting for housecleaning. 
e Always do thorough research on your options. Check 
references. Family and Social Services may have 
information available to help you choose proper child 
care. 


Career Counselling 
e Check out the career counselling services at your school. 
e Check out Government agencies in the telephone book. 
Legal Assistance 

¢ Contact the Provincial/state Law Society. 
¢ Contact Legal Aid if it is available in your community. 
Personal Counselling 


e Talk to the school counsellor. If s/he can’t help you, 
s/he will know who can. 
e Refer to Counselling Services in the Yellow Pages. 


Get to know your community resources. There is plenty 
of help available. 
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Activity Sheet 


My Support Needs 


For each area that applies to you, list your sources of 
support. 


Personal Support 


School Support 


Job Search Support 


Age Ge. 


Financial Support 


Child Care Support 


Other Supports 
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Information Sheet 
Budgets 
Sources of Income Examples of Expenses 
e Wages from Work | e Housing (rent) 
e Savings e Food 
e Social Assistance e Utilities (power, water, phone, gas, cable) 
e Unemployment Insurance e Transportation (gas, bus pass, parking) 
e Student Loans/Grants e Personal Expenses (lunches, cigarettes, haircuts, etc.) 
e Scholarships e Recreation (movies, hobbies, etc.) 
e Family Allowance e Child Care 


e Credit Card Payments 

e Insurance (vehicle, property, life, medical) 
e = =6Tuition 

e School Books and Supplies 


e Clothing 


e Health (medication, dental fees, optical fees) 
¢ Gifts 


e Holidays 


y & 
= Nox" Wy S rarest eo eS ee sR EGOS SEEPS EF VLSSSENSHPOSSSTSSSESS 


59 
TIVLOL 

SIOUIOC e 

SHI) e 
yes QoURMOTTY ATIWILI e 

® 
SUIYIOTD sdiysivjouos e 

5 e 
sayddns pue syoog joouss sJURID /SUBOT JUZPNIS e 
uonmy J0uRinsu] JueUIAo;duIsUQ, oe 

OI 6 
Q0uvINSU] QOURISISSY [PID0S  e 
sjuswAeg ple WPI) e SSUIALS e 

IOM WO sase 

ale) ply e PHO Ot See ae 
SIIINOS 

UONVIINAY oe 
sosuodxq [euosiog e IWULOIU] [VIOT (V 
goed ae ‘QIeUINSalapuN UR) sasusdxa 


sonyaq oe ICUINSIIZAO 0} JaNEq SI I ‘Joys Jespng ATYIUOPY 2) Ut [IJ 


Paes yaspng ATWUOW 


SUISNO]T 


S3I1NOS 


ound prog a #99YS AIAHIY 


A 


J 


Now for the big test—do you have enough money to get 
what you need and want? 


Take your total monthly income 
from A and write it here 


$ 


Take your total monthly expenses 
from B and write it here 


$ 


Subtract the second number from 
the first and write the answer here 


If your income amount was greater than your expenses, 
then the amount you have left can be called SAVINGS! 
Keep that money aside for emergencies. Try to stick as 
closely to your budget as possible and you should be okay. 


If your expense amount was greater than your income, then 
the amount you have left can be called TROUBLE! But 
there are ways to improve your finances. Ask yourself the 
following questions: 
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Can I increase my income? 
Is there any funding for school that I haven’t tapped in to? 


Can I work more hours without it affecting my school 
work? 


Can I sell some of my possessions to get money? 


If you cannot increase your income, then you have to look 
at decreasing your expenses. Go through your expenses in 
detail and see where you can make some cuts. Perhaps you 
can move to a cheaper apartment, or you can get a 
roommate to help with expenses. If your vehicle costs too 
much to drive, consider a bus pass. 


If you cannot find ways to increase your income and 
decrease your expenses, your finances may cause you 
trouble and worry. 


Keep track of all your income and expenses. At the end of 
every month, add up the amounts you took in (income) and 
what you paid out (expenses). Compare it to your budget. 
Are you still on track? 
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Topic: 


Money Management 


Exercise: 


Savings and Investments 


Objective: 


e to define the different types of savings and 
investments 
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Introduction: 


Although retirement may seem a long way off to many 
of us, it is never to early to start planning for that day. 
Many of us will not have pensions to rely on for 
financial support therefore we should start saving now 
for our retirement years. 
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Activity Sheet 


Savings and Investments 


Define each of the following types of savings and 
investments. What is the rate of return for each? What are 
the advantages and disadvantages of each type? 


Savings Account 


Savings Bonds 


Treasury Bills 


. Ee a ware 
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es 


Stock Market 


Mutual Funds 


Registered Savings Plans 


What are some other ways of saving or investing your 
money? 
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Information Sheet 


Using Credit 


Making purchases on credit cards can be too easy. How can 
you avoid the credit trap. 


e Don’t have any credit cards. They are not necessary. 
e If you must have a credit card, have only one. 
® Do not buy on impulse. 


e Make sure you can afford it! If you make a purchase on 
credit, will you be able to make the payments? 


e Use it for emergency situations only. 


e Shop around for credit. Which company has the best 
interest rates and payment plans? 


e¢ Keep track of what you buy on credit. Check your 
statements every month for accuracy. 


e If you are going to use it, use it wisely! 
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1. List some things that you would be willing to buy on 
credit. 


2. List some things you would not buy on credit. 


3. How much money per month can you afford for credit 
payments? 
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| Activity Sheet TEN ea 


Financial Goals 


Where would you like to be financially in 1, 5, and 10 years 
from now. How much money would you like to be earning? 
How much would you like to be saving? What are your 
: : 
financial goals for retirement? How much will you need: RETIREMENT 


Take a moment to set your financial goals. 


ONE YEAR 
Take a look at your one year goal. Spend a few minutes 
writing down why you want to achieve that goal. What is 
motivating you? How will you achieve that goal? 

FIVE YEARS as 
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Activity Sheet 


What Causes Stress? 


These things make me feel stressed: When this happens, | usually react by: 
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Topic: 


Stress Management 


Exercise: 
Identifying Stressors 


Objective: 


@ to examine stressors and strategies for dealing 
with stressors 


Sntroduction: 


In order for someone to deal effectively with stress, it is 
important that they identify what the stressor is and 
which techniques will best reduce the stressor. 
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Method: 


1. Hand out the activity sheet titled “My Stressors.” Have 
the participants write down all the things that cause 
them to feel stressed on the left side of the page. 


2. Reproduce the attached information sheet titled “Stressor 
and Stress Management” onto an overhead transparency 
or make enough copies for each participant. 


3. Discuss the diagram with the participants. The following 
points should be made: 


e If you can change the stressful situation, then you 
have to deal with the stressor (the thing causing the 
stress) by either reducing it or developing better 
coping skills to deal with the stressor. 

e If you cannot change the stressor, then you have to 


manage the symptoms of the stress by practicing 
different stress management techniques. 


4. Have the participants review their lists of stressors and 


identify whether or not they have control over their 
stressors. If so, how can they control them? Have 
participants share their stressors and how they can 
change them. They can write this information on the 
right side of the page. 


5. Have them keep their lists of stressors handy so that as 
you go through the stress management techniques, they 
can list the techniques that work for them in each 
situation. | 
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Information Sheet 


Identifying Stressors 


See Se = See 
stress Megs ee > a 


® <e 
a ss 
eel Fw en A 
ee Qs” atl 


Can I change the situation? 


YES 


Stressor Management 


TE 


Reduce stressor 


i 


Increase coping | 
skills | 


Nutrition 

Time Management 
Budgeting 

Career Planning 
Social Support 


&0 


NO 


Stress Management 


Relaxation 
Deep Breathing 
Sleep 

Meditate 
Positive self-talk 
Slow down 
Exercise 
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Method: 


1. 


As a large group, brainstorm all of the ways that you can 
overcome or deal with stress. Record the responses on a 
flipchart. 


Hand out the information sheet titled “Dealing With 
Stress.” Review the sheet with the group. 


As a group try the techniques of abdominal breathing, 
relaxation exercises, and visualization. Hand out the 
activity sheets to the participants so they may have them 
to refer to in the future. 


Hand out the activity sheet titled “Dealing With Stress.” 
Have the participants identify their current stress 
releasers and some methods they wish to try. 
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Discussion: 


> 


stress manageme 


Pa 


We have many options when it comes to dealing with 
stress. Our best bet is to keep trying new things until 
something comes along that works. Also, we must keep 
in mind that every situation will not require the same 
method. In order to be effective at home, school, and 
work, we have to keep healthy. A big part of being 
healthy is being able to manage our stress and take care 
of ourselves. 


As a sidenote, stress has been given a bad rap! A lot of 
times, we think of stress as a negative thing. Stress can 
also be positive. For example, we may be feeling stressed 
out because mid-terms are coming up and we have so 
much studying to do. In this instance, that stress can be 
turned into motivation. We shouldn’t sit around and 
think, “I am so stressed out. How am | ever going to get 
all this studying done?” 
around and say to ourselves, “Eek! I have a lot of 
studying to do so I'd better get to it!” 


Instead, we should turn it 


Stress is very much a part of our environment. The 
more we learn about stress—what causes it, what its 


effects are, and how we can manage it-the more li 
we are to be in control of our stress. Being in control 


means a reduction in general anxiety, increased energ) 
and productivity, improved concentration and memory, 
preventing and reducing disorders such as headaches, 


asthma, and ulcers. 
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Activity Sheet 


Dealing With Stress 


Right now, I deal with stress in the following ways: In the future, | want to try to deal with stress in these ways: 
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2. Relaxation Response 


In this technique, the breathing is slow and deepened. 
The heart rate decreases, the blood pressure goes 
down, muscles relax, the nervous system quietens, and 
the overall metabolism is slowed. 


There are six basic steps to activate the Relaxation 
Response. 


a). Choose a quiet place with as few distractions as 
possible. 


b) Remove any unnecessary distractions. 
c) Loosen your clothing and remove jewelry and glasses. 


d) Let your thoughts come and go. Distracting thoughts 
will occur. Don’t worry about them. Do not worry 
about how you are performing. Develop a ‘just let it 
happen’ attitude. This passive attitude is important in 
activating the relaxation response. 


e) A comfortable position is important. Use a sitting 
position in a soft easy chair, or you can use a straight 
backed chair if you prefer. If you choose to lie down, 
be sure that you are away from any drafts. 


f) Take some slow deep breaths and imagine the tension 
flowing out and away from you every time you exhale. 
Focus your thoughts on your breathing. 
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Progressive Relaxation-“Breathing Away Tension” 


a) 


b) 


d) 


10. 
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Become aware of your lower legs. 


Inhale and hold. As you exhale, relax your legs 
and let all the tension go when you exhale. 


Become aware of your thighs. 
Inhale slowly and deeply. 


As you exhale, let all the tension go out of your 
thighs. 


Breathe your basic relaxation breath. As you 
exhale, relax your feet and legs and thighs. 


Let your awareness drift to your hips, buttocks, 
and internal organs. 


Inhale slowly and deeply. 


As you exhale, relax your buttocks and let your 
lower back become relaxed. 


Breathe your basic relaxation breath. Notice any 
tension from your waist down and as you exhale, 
send it all away. 


Let your awareness flow into your hands and 
arms. Inhale, and as you exhale, let all the 


tension go from them. 
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32. Slowly sit up. Take some time to feel how rested 
and alert you are before you return to other 
activities. 


Visualization for Relaxation 


Get comfortable. 
Close your eyes and take a few deep breaths. 


Imagine you are in your favourite place, on a calm and 
peaceful day. Notice the beauty of the blue sky, the 
white clouds, the green grass, and the smell of the 
earth. Just let your mind drift into your surroundings. 
Feel the golden sunlight shining warm and soothing on 
your body. Find a comfortable place to lie down 
where you won't be disturbed. Picture yourself lying 
down, feeling very comfortable, letting go of all tension 
in your body, and feeling relaxed. 


Now, imagine your body being nourished with oxygen 
and nutrients. Every cell in your body is becoming 
strong and vibrantly alive. Feel the health, energy, and 
happiness. 


Now say good-bye to your favourite place, knowing 
you can return to it anytime you choose. Allow 
yourself to gradually become alert, preparing to come 
back to the room you are in, bringing with you a 
feeling of calmness, relaxation, and health. 
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Take a deep breath in and stretch as you become 
more alert. Slowly and gently let yourself open your 
eyes and come back to the room. 
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Activity Sheet 7. Do you allow for flexibility in your day’s schedule? 
) Yes J No 


8. Are you usually on time for appointments? 


How Well Do You Organize Your | ieleyeoeliange 


Time? | 9. Do you often get other people to help you get things 
done? 


1. Do you have a set schedule for getting up, eating, _) Yes _} No 


going to bed, etc.? | 
-} -} 10. Do you often feel stressed out because you don’t have 
Yes No 


enough time to get everything done? 


2. Do you have a system set up to keep track of records, | _) Yes _) No 


papers, and bills? 
_) Yes _) No 


3. Do you have enough time left over in your day to do 
something for yourself? 


Scoring 


Give yourself two points for every yes answer except for 
#10. Give yourself two points if you answered no to #10. 


L) Yes L) No 0-7 You may be wasting a lot of your free time. Pay 
4. Do you set priorities and do things in order of close attention to time management skills. 
1 ») . . i) . 
eS 8-11 You have tried to plan your time effectively, but 


_) Yes _) No your attempts haven’t worked. As a result, you 


often feel frustrated. 
> = Do-you use” losDo sists? 


-} -} 12-18 Usually, you make good use of your time. Figure 
Yes No out where you can improve and go for it. 
6. Do you set aside time each day to plan the next day’s 20 


You are very organized. As a result you have 
activities? 


control of your time. You manage to get things 


_} |_} done and still have time left for yourself. 
«al Yes No 
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Activity Sheet 


Where Do You Spend Your Time? 
Your daily activities can be divided out into these areas: 


1. School 


This area includes time in class, studying, and other 
school related activities. 


2. Work 


This area includes time getting ready for work and doing 
the job. 


3. Family 


This area includes time you spend with your spouse, 
children, parents, etc. 
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Leisure 


This area includes time spent with friends, doing 
hobbies, watching television, and time you spend alone 
doing something for yourself. 


Sleep 


This area includes time spent getting ready for bed, 
sleeping, and getting out of bed. 


Other 


This area includes all other time consumers such as 
travelling, shopping, cleaning, appointments, errands, etc. 


x 
* SS 


éAjaaysaf[a a1ow aw anok asn nod upd MOY 


‘UAN} ANOKA S11 MON 


éUO JU] YINW 00} Sulpuads nok a4v sDaID YM 


dINsia] 


JOoyDS 


:JJawuyxy 10] 


éSaiayjop asayj fo yova uo puads nok op aw) yanw Moy 
éSaAyov asay) fo yova 
uo puads 0} JuDM Nok op aw} YNW MOT 


jJuawaheuvew aws] 
See ON ea 


Topic: 


Time Management 


Exercise: 


Time Management Tips 


Objective: 


e to explore methods of managing time effectively 


o 
ra 
or 


time management se 


Method: 


1. Hand out the information sheet titled “Time Management 
Tips. 


2. Review the tips on the sheet. Inform the group that each 
of the methods will be explored in greater detail. 
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time management 


Topic: 


Time Management 


neice 
Exercise, . Hand out the activity sheet titled “To Do List.” Have the 


: participants complete a list of tasks to be accomplished 
To Do List the following day. 


2. Two days after giving the group the activity sheet, break 
the class into groups of four. Have the participants share 
Objective a | their lists with their groups and discuss how successful 
they were. If they didn’t accomplish all of their tasks, 


e to have participants practice making a “To Do” | why? What changes could they make in order to ac- 
list complish them? 


3. Use “To Do” lists as an ongoing assignment. At the end 
of each day, have the participants make a list for the 
following day. Every once in a while follow up and 
check on their success. 
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Topic: 


Time Management 


Exercise: 


Planners 


Objective: 


@ to have participants practice using planners 


a Se 


Method: 


1. Hand out the activity sheets titled “Planners.” Each 
participant should receive one monthly planner, four (or 
five) weekly planners, and enough daily planners for one 


month. 


2. Have the participants start by filling in the monthly 
planner. They should put major tasks/goals onto the 


calendar. 


3. Next, have the participants complete a weekly planner 
for the upcoming week. They should consider what has 
to be accomplished within the next week. 


4. Have the participants start to block off times on the 
daily planners. They should make sure that they block 
off time for class, work, leisure, and other important 


roles. 


5. Allow time in each class day for participants to work on 


their planners. 
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Activity Sheet 


Weekly Planner 


This week’s plans: From: 


To: 
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Topic: 


Time Management 


Method: 
Exercise: 1. Hand out the information sheet titled “Beat 


Procrastination.” Review the sheet with the group. 


Beat Procrastination 


2. Hand out the activity sheet titled “Beat Procrastination.” 
Have the participants identify a task they will 
accomplish by the time the program ends. 


Objective: 3. Hand out an envelope to each participant. Have them 


e to develop an awareness of procrastination and put their sheet into the envelope, seal it, and put their 
techniques to overcome procrastination names on the front. 


4. At the end of the program, hand back the envelopes to 
the participants. Ask the group for a show of hands as 
to who completed their tasks. For those that didn't, ask 
them why and discuss how they could still complete the 
task, 
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Activity Sheet 


Beat Procrastination 


Make a contract with yourself. Think of a task that you have 
been putting off for quite some time. At this moment, make 
a promise to yourself that you will get it done by the time 
the program ends. 

Complete the contract below. 

Today’s Date: 

Program End Date: 


By the program end date, | will accomplish the following 
task: 
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In order to help me get the task done, | will use the 
following strategies: 


Participant's Signature 


ee et ee ee 


time management or 


“T pawuwupyow Wes er 
, pouuryd | wy yst{durosov 0} JUIUNTUIUIOD & opr pue S$ y | A | 4 Gag S$ od / / / 


JOOYIS JO NO pazURA | JYA\ poploap | J[ISAur 10} sTeos 


JOS | IWIN SIU] “IWIN ISI IYI VJqnoN prey [ s9yM SjVUL 


‘gsodind ev noyIA JOOYIS 0} WINIe1 Isnf{ 1,Up]Nod |, 


Burjias jeobsburyew-uoisisap 
a 4 a 


\ Ay — 
a Qy — nent tates 
. s \\ 
; . 


‘SIUO]DI AUDUL 00] SulADY JNoYIM Jsvfyvaaq 
Aof JADY 0} JHYM apldap 0} paau J :UOISIDap 34] VUYjaq (e 


SUTUINV] 
00] 10U Inq ‘Ajsv} ST IVY) ISePYLIIG 1OJ 13 01 WU AA 


:adwipxa 104 


‘SUIAJOS-W]qord 
4of pasn ag osjp upd ssadoid SIY] :3JON ‘INO-pury su) 
uo sdais ay] Ysnoiy) SUDZIOM pure s[dwiexe uv BuIsn Aq 
ss2001d ay] Jo Sulpurisiapun I1nsua 0] dais YOR MIIADY 
s , poylow SUDPUI-UOISIOop 
SUOISIDAP IYVU O} ABA\ DUO SI STU] IU ssndsiq _,sdais a 
BUDRIY-UOIsHaq, Pap 1e2ys UONeULIOJUI ay] MO pueY 'T sty} ul sdajs ay esnovid syuedtonied aaey 01 


SUOISIDIP SUTYPUL JO ABM IUO ZNPOIIUI O} e 
-POujda 
Pours 'sann2alqg 


‘poimbai 


SI 1YysnoU] dyIDeds pue ‘pa1ayIes aq O] sey UONPULIOJUI UOISIIIG VW SULLA 


d19YM ‘IINOI JeUONeONps ue SUISOOYS dyI] ‘suOTsSIDap | 
Q 5 a 
SUIYLUL UIA [NJasn st poyjoul sty “AeM ,poliesy-3ysIy, Ce) 
jesn SI poyzeur SIY] paueay-3yB ly - ISIDADX: 
d10UI B UL SUOISIap SuTyeUL 01 poyjou dajs-Aq-dais 
0} sjuedionied saonponut AiaAnoe sty ‘skem [edIpoyew 
PUP PIZIULSIO ZIOUI ISN O] PIdU 3M SOI 19410 


pure ‘ued ve seid Bunje] ysl saummMautos ‘pasn st }OUNSUI 
SIUINIUIOS “SUOISIDIP dyeU 0] SARM AUPUL 31¥ B19] | SUTYL-UOISIIIGg 


IMIINIING 'a2I1do, 


Buijjas jeobysbusyew-uvorsijap m™N™ 
Ne = oe 


b) Identify the options: I can have cereal, pancakes, toast, 
eges and bacon, bagels, or any combination of those. 


c) Gather information: Based on my calorie counter: 
cornflakes with skim milk is 150 calories 

2 pancakes with syrup is 180 calories 

2 pieces of toast with jam is 180 calories 

1 egg with two pieces of bacon is 210 calories 

1 bagel with cream cheese is 190 calories 


d) Evaluate the alternatives and put them in order from 
best to worse: 


Based on the calories, what I like, what I think would be 
most filling and most worth the calories, I think I would 
put the choices in this order: 


cornflakes 
- bagel 
pancakes 
- egg 

~ LOdSt 
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e) Make a decision and make a plan of action: 


I think I’m going to have the cornflakes, so I will get 
them out of the cupboard and get a bowl. 


After introducing the steps and going through the 
example, break the participants up into small groups of 
about 4-5 participants. 
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Tell the participants that each group will be assigned 
some decision that has to be made. Hand out the activity 
sheet titled “You Decide ...” and either assign the 
participants a decision or have each group pick one item 
to decide on. (Note: You can also create problem scenarios 
and have the groups solve a problem using these steps.) 


In their groups, the participants are to go through the 
steps of the decision-making process, as in the example, 
and record their steps on flipchart paper. The 
participants can use the materials you have provided to 
gather the information they need to assist in making a 
decision. 


Once the groups have gone through the steps and made 
a decision, have the groups share the decision-making 
process they went through and what they decided. 


Conclude the activity by discussing: 


There are different ways to make decisions, and you 
may not always have to go through this type of process 
for everyday decisions. There are times, however, such 
as when making career decisions, that some process 
helps to organize our thoughts and rationalize our 
decisions. 
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Activity Sheet 


“You Decide” 


Here are some things that your group can decide upon: 


What movie to see 


What to do on the weekend 


Buying a stereo or compact disc player 


What to do/buy with $300.00 


108 


~ wx Gecision-making/goal setting 


og 
i 


e Where to go on vacation 


e What restaurant to go to for dinner 


Do you have any other ideas? 
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4. Have the participants sign their goal contract. Let the 
participants know it is their personal goal and will be 
kept confidential (even though contracts are witnessed, 
these will be confidential). 


5. Hand out envelopes to the participants. Have them put 
their contracts in the envelopes, seal them, and put their 
names and addresses on the front. 


6. Collect the envelopes and put them in a safe place until 
the three months are up. Send them back to the 
participants through the mail or arrange a reunion and 
give them back at that time. 
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Activit 'V Sheet My Goal: 


A Personal Contract 


Be: 
@ SPECIFIC, 


e TIME-TARGETED, 


e => REALISTIC. 


Date My Signature 
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Activity Sheet 
Break Down the Barricades 


My goal is: 
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Barriers: 


_ Overcoming The Barriers: 
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4. At the two minute mark, tell the class to “switch” and e If some barrier is getting in your way of achieving a 
then the other partner identifies his/her goal and barrier. goal, try everything in your power to come up with 
Repeat Step 3. ways of breaking down the barrier as opposed to 
giving up. Some of the strangest solutions can work 


5. When the two minutes are up again, have the out the best. 
participants find another partner. Repeat the process. It 
is ideal if the participants can partner up at least three 
times. 


(Another way to arrange the participants is to count 
tnem off into “threes (i.e, 1, 2, 5... youare. a eroup: 1, 
2, 3... you are another group, etc.). At the command 
“go,” one person will read his/her goal and barriers and 
the other two will brainstorm for solutions. After two 
minutes, tell the class to “switch.” At that time, another 
person in the group will read his/her barriers and goal 
while the other two brainstorm solutions. This “switch” 
will happen again so that each person in the group of 
three will have a turn. 


6. Have the participants return to their desks/tables. 
Facilitate the following discussion: 


¢ Would anybody like to share their goal, barrier, and 
some of their creative solutions? 


e Did anybody not get any solutions? (If this is the 
case, have the participant read his/her goal and 
barrier aloud and have the class brainstorm 
solutions. ) 
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Topic: 
Goal Setting/Action Planning 


Exercise: 
Hindsight’s 20/20 


Objective: 


e to have participants practice goal setting skills 
and action planning skills 


introduction: 


Setting long range goals can be a challenge. It is difficult 
to strive towards something you want 5, 10, 20 or 50 
years down the road. One way of making long range 
goal setting a bit easier is to break it into smaller, more 
immediate steps. 
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Hand out the activity sheet titled “Hindsight’s 20/20.” 


Have the participants imagine that they are now retired, 
sitting on their front porches in their rocking chairs, and 
reflecting back on their lives. Have them list, in the left 
column of the activity sheet, things they want to have 
accomplished in their lifetimes. 


Break the class into groups of 3-4 participants. Have one 
participant in each group read out one of his/her 
accomplishments. The other participants in the group 
have to try to come up with something s/he can do now 
to prepare for that accomplishment. The participant can 
keep reading off his/her list of accomplishments and 
have the group brainstorm ideas. Allow five minutes per 
person. 


After five minutes have elapsed, tell the groups to select 
another participant to read his/her accomplishments. 
Repeat the process until all participants in the group 
have had their five minutes. 


Summarize the activity with the following discussion: 
We all have dreams and goals that we want to 
accomplish a long way down the road. Sometimes those 
dreams seem so far away that we think they are 
impossible. One way to overcome this is to break down 
that dream into smaller goals and action plans that we 


can work on today. 


24] 1,UpIp nq IW pot | Avs ued | ISva] Iw—VST9 BUIUIOWIOS 
0] UO 2AOW pue WieaIp yey) dn oats 0} JUS [Je Apoojiod 
SIH UU] ‘JUL S]SIIBIUT 19dU0] OU WeIIP SIU] Ie} 
‘sallols Woys BunUM pue Arerp Aw Buidaay we | se ‘pug 
ose ABW | ‘Us0810} ATIsea 1OU SI Wt pur ‘a]qeuIvNvUN 

10 ABMP Ik] OS WI9S JOU SOP WIvIIp IU] MON 


SILIO]S IOUS DM e 

[J2A0U B IO] SOPI UMOP BUM oe 
Aivip.e dndooy <e 

SSP[O SUNLIM IANPID B Y¥I e 
'31e WIedIp 


JEU BUTAZTUOR SpI2M0}] MOU OP Uvd | SBUTY] 94) JO IUIOS 
JQAOU B ITIM 0} SI [e038 UIA] Suc] Aw ‘o]duexe 104 


Busj]as jeob/husyew-uossiszap 


Se f 


Activity Sheet 
Hindsight’s 20/20 


Imagine that you are 75 years old and enjoying your 
retirement. You sit back and reflect on your long life and 
everything you have accomplished. 


Think about what you want to accomplish in your lifetime. 
What are some of your dreams or long-term goals? Write 
them in the top of the right hand column. The bottom right 
hand column will be completed with the help of some 
classmates. 
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Activity Sheet 


Visions 


Set goals for yourself in each of the following areas. 


ee 20 years 


PERSONAL 


FAMILY 


FINANCIAL 


CAREER 


LEARNING 


FUN/ADVENTURE 


OTHER 
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Information Sheet If you do not deal with anger appropriately, it may lead to: 


e Physical health problems such as heart problems, high 
blood pressure, ulcers, headaches or obesity 


¢ Mental health problems such as depression 


How Your Body Reacts to Anger 


e Tension and anxiety as a result of not recognizing anger 


e¢ more sugar and adrenalin is released into your blood . 
stream 


Accidents ---- as a result of anger not expressed 


e Relationship problems because the anger can cause us to 


@ RK rae 
your heart pumps faster become hostile and critical 


e ee _ 
your blood pressure rises e Uncontrolled anger which can lead to criminal activity 


e your blood flow quickens like assault, property destruction and murder. Parents 
may do harm to their children. Violence is a possible 


@ 
your muscles tense result of uncontrolled anger. 


How do you react to anger? 


Expressing your anger in a positive way is good for your 
health. Intense anger can be harmful to you and others 
around you. It is important to learn how to release anger 
without harming others or ourselves. 
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Activity Sheet 


Dealing With Anger 


Instructions: 

For each statement below, write “T” in the blank if the 
statement is TRUE for you or FP in the blank if the 
Statement is FALSE for you. 

ie I don’t admit that | am angry when asked. 


2, I usually take out my anger on someone other 
than the person | am angry with. 


3, I tend to keep things inside until I finally 
explode with anger. 


ae I hit others when | am angry. 


>. It really makes me angry when someone 
disagrees with me. 
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6. I am usually very critical of other people. 

de I get depressed very easily. 

8. I have difficulty discussing a problem without 
losing control of my emotions. 

9. It seems like I am constantly in arguments 
with others. 

LO: I usually don’t confront the person I am 
angry with. 

Li. Sometimes, I am not even aware that I am 
angry. 

12. Anger is not a normal emotion 

Interpretation 

Count the number of TRUE statements. The lower the 

number, the more effectively you are handling your anger. 

Review your answers to each question to see if there is « 


pattern. 
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Activity Sheet 


Looking Back on Anger 


List the names of five people that were very significant in 
your life as your were growing up (i.e., parents, siblings, 
etc.) and describe how they reacted when they got angry. 


Person #1 


Person #2 


Person #3 
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Person #4 


Person #5 


When you were a child, how did you react when you were 
angry? 
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Activity Sheet: 


Looking at Anger Now 


What do you do when someone gets angry at you? 


What do you do when you get angry at someone else? 


When have you used anger in a negative way? 


_ anger management 


When has anger been a positive emotion? 


How have your past messages about anger affected the way 
you deal with anger today? 
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Topic: 


Anger Management 


Method: 
Exercise 
1. Using the activity sheet titled “Myths and Truths,” cut 


Myths and Truths each statement into individual strips. 


2. Divide the class into groups of 4-6 participants. Give 
each group an equal number of statements. Have each 


Objective zi group discuss their statements and decide whether the 


statements are truth or myth. 


® to create a better understanding of anger 
3. Have each group read out their statements and truth or 


myth decision. Discuss each statement. 


Note: Statements | - 4 are Truths and 5 - 13 are Myths 
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Topic: 


Anger Management 


Method: 
Exercise: 
; j 1. Hand out the information sheet titled “Anger Do’s and 
Dealing With Anger | Denis? 


2. Review the information. 


3. Ask for volunteers to role play the situations listed on 


Objective: | | the sheet titled “Resolving Conflict Role Plays.” 


e to have participants learn how to assertively deal 


with their anger 4. Provide feedback after each role play. 


134 


~ 
SS 


/ SEI" 


ON a 


gjdoad 1ayi0 UO Mo IasuUR INOA 948) ° 

QUI ° 

uosiad 19Yy10 JY) O21 UdIST] e Aisue aie nod yeu Auap e 

949 34] Ul IYSsteMs UOosiad ay] Yoo] ° Sp10M [Nyiny ssn e 

oytoads aq puv s1doi uo Avis e suMODP-Ind 9Sn 10 s]vaIY} IyeUL ° 

JD91IP puv Jsouoy oq ° sjusumuasai dn apioq ° 

uosied ay] JOU puke INOTARYaq s,uosied ay] UO sNd0o}j ° Azure 3q 0) dn jyjasinod jas e 
sjugwaqeis .], sn ° sjustuaqeys nod, asn e 

Aisue nod syeuUl WY] WOMENS ploae e SONSSI BIG OUI SONSSI IIT] IyUL e 

AIsUe IULOIIq 0} BD10YS ANOA SI 1 WY) JoquisutaI ° SUI[II} Je NOA MOY IO} UOSied JsyIO sy] JUILIG e 


I.NOd 


Ss} U0g pur s.og 125uy 


jaays uojeunuojuy 


a gg 
go 


Juawabeuew sabue 
= Se a ah. 


Activity Sheet 


Resolving Conflict Role plays 


1. For over a week you have tried to reach your social 
worker. She never returns your calls. 


2. You are playing miniature golf with your husband and 
he is always telling you how to do it “right.” 


3. You found a bottle of pills and some marijuana in your 
son’s room. 


4. Your wite is often late coming home from work. You can 
usually smell alcohol on her breath. 


5. A teacher at school seems to be picking on you and 
teases you in front of your classmates. 


6. Your parents have just told you that you can no longer 
live at home. You have no money and no other place to 


gO. 


7. This guy at school is always making rude remarks about 
your boyfriend. 


8. Your daughter has been expelled from school for 
stealing. 
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9. Your parents expect you to come over every Sunday for 
supper. 


10. Your girlfriend is flirting with your best friend. 


11. After school you come home and find that your 
babysitter has not changed your son’s diaper all day. 


12. You are asked to leave the coffee shop because your 
baby is crying. 


13. You have received a threatening letter from a bill 
collector despite having paid this bill several months 
ago. 


14. Your doctor gave you a prescription for some 
medication. He didn’t tell you about the side effects and 
you became very ill. 


15. A friend of yours borrowed some money with a promise 
to pay it back last month. He just told you he doesn’t 
have the money and probably won’t be able to pay your 
back. 
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Information Sheet 


Coping With Anger 


1. Learn to recognize when you are angry by keeping an 
anger log. Record your “hot headed” moments. When 
you are experiencing tension switch to a positive 
activity. 


2. Remove yourself from the situation. After the initial 
explosion has passed, go back and try to resolve the 
difficulty. 


3. Talk yourself down. 


4. Figure out why you are angry. Is it really anger you 
are feeling or perhaps it is hurt, disappointment or 
sadness. 
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Write down your irrational thoughts and try to replace 
them with rational thoughts. 


Once you are aware of situations that trigger your 
anger, plan in advance better ways of dealing with 
them. 


Put yourself in the other person’s shoes. 


Work toward a resolution --- avoid win/lose 
situations. 


Exercise. Physical activity helps relieve muscle tension. 


Eat properly. Avoid coffee, tea and chocolate. 
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Topic: 
Wrapping Up 


Exercise: 
Feedback 


Objective: 


® to have participants provide feedback regarding 
the program 
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wrapping up 


Hand out the activity sheet titled “Feedback.” 


Have the participants complete each statement. The 
facilitator is also encouraged to do the exercise. 


Have the participants read out their statements to the 

rest of the group. When they get to the statement ‘I still 
need to know more about ... “, have the group give the 
participant some ideas about where the information can 


be found. 


Thank the participants for their honest feedback and 
have them hand in the activity sheets so that you can 
have them for future reference and for making program 
changes. 


a 


&K 
& dy S\ 
= oy’ ~*~ —_—_—_—_—_— 


RS 


< 
s 
RS 


“SBM QSTOIOXA/DIdO] sLINoARy yseo] AT 
“Noe I1OUL MOUY 0} pIIUI |]US | 


“SPM QS1ID1axXq /oIdOT s11INOAvI A 
st o1ay wo dais ixau AI [ord / 100) 2) 1 aN 


“SI IPBUL | IULYD Isad3Iq JUL ee | 


tweis0id 
dU] 01 Spiesd1 YIM MOTIG IUeUIIIIS YOva aJa]dUIOD asSva]q 


youeqpr22] 


SEM PIUIeZ] | SUI] JURIIOdUII IsOW JY L . #99YS AVIAHDY 


dn Guiddeim ~ oo 
= Se a es 


Alberic 


ADVANCED EDUCATION 
CAREER DEVELOPMEN 


